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Log into your AKO 
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Click the 
MY FORMS  icon 



UNCLASSIFIED

7TH US ARMY JMTC

Users need to coordinate with their servicing 
DOIM for the installation of PureEdge Viewer 
for Windows, Version 6.5.0 or higher and 
Silanis ApproveIt
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Utilize the Form finder to find the selected 
Forms (If you are unsure of the form number 
for supplemental forms just type in the 
Primary form number and all the 
Supplemental will show for selection)
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1 2
3

1. Type the first numbers of the form that you are searching for
2. Click the search button
3. Select the form that you are searching for
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DEVELOPMENTAL
SUPPORT

FORM
(DA Form 67-9-1a)

(Only applies to CPTs, LTs, CW2s and WO1s)
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Use the down arrows for Rank
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See DA PAM 623-3, Para 2-2
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See DA PAM 623-3, Para 2-2
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See DA PAM 623-3, Para 2-2



UNCLASSIFIED

7TH US ARMY JMTC

After the form is complete you can select two options of 
saving the form. Click the “SAVE” button to save into the
system, or click the “SAVE AS” to save the form into your
computer for further use
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Click the “SAVE AS” to save the form into your
computer for further use.

Name the form and click the “SAVE” button. Your 
forms will show as .xfdl files
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OFFICER
EVALUATION SUPPORT

FORM
(DA Form 67-9-1)
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1. Select if you want to use the wizard 
format Or without the wizard format.
2. Click Next 
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Select the component that corresponds to the 
Rated Officer by using the down arrow function
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To attach all support documents to 
DA Form 67-9-1 (ORB, APFT 
Score card, Proposed Senior Rater
Comments click on the down arrow and 
select “ATTACH ENCLOSURE”

•Rated Officer: Attaches ORB and APFT
Score Card to OER support form.

•Rater: Attaches proposed SR comments

DO NOT ATTACH DOCUMENTS TO 
OER (DA FORM 67-9) ONLY USE THE
SUPPORT FORM (DA FORM 67-9-1)
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Click the “ATTACH” button

Select the documents that you 
want to attach to the form
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Your forms will show in the attachments 
portion. In order to attach more forms just 
repeat the steps in the prior slide

After all documents to be attached are
selected click the “DONE” button
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In order to view all attach documents, click 
on the down arrow and select the “DISPLAY
ENCLOSURE” option. In order to delete any 
documents added select the “REMOVE
ENCLOSURE” option.
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Fill all Part I using the Rated Officer 
personal information

For “RANK”, “STATUS CODE”, “CMD CODE”, and
“PSB CODE” use the down arrows and 
Select the option that corresponds to the
Rated Officer

Utilize the Position name as established in the 
MTOE or TDA
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See DA PAM 623-3, Para 2-1

See DA PAM 623-3, Para 2-1
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See DA PAM 623-3, Para 2-1
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See DA PAM 623-3, Para 2-1
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After the form is complete you can select two options of 
saving the form. Click the “SAVE” button to save into the
system, or click the “SAVE AS” to save the form into your
computer for further use
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OFFICER
EVALUATION REPORT

(DA Form 67-9)
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See DA PAM 623-3, Table 2-1
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Select what best describes 
the Rated Officer
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See DA PAM 623-3, Para 2-8

See DA PAM 623-3, Para 2-8

See DA PAM 623-3, Para 2-6
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See DA PAM 623-3, Para 2-9

See DA PAM 623-3, Para 2-10

See DA PAM 623-3, Para 2-10



UNCLASSIFIED

7TH US ARMY JMTC

After the form is complete you can select two options of 
saving the form. Click the “SAVE” button to save into the
system, or click the “SAVE AS” to save the form into your
computer for further use
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CREATING AN
OER FOLDER
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Go to the “DRAFT” tab

Click on the “CREATE FOLDER” button
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Type the selected name for the folder. Click on the “CREATE”
button
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Once completed you will get a 
message that the folder was created 
successfully. Click “CONTINUE”
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Select the form to be added to the folder. 
Click “ADD TO FOLDER”
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Select the folder that you are working with.
Click “ADD TO FOLDER”
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ROUTING 
PROCEDURE
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The user clicks “Back”
to return to the Inbox.             

The user enters “a” to search for all email addresses that 
have the letter “a” in the First Name.

Note:  Searching by last name is done the same manner.          

Search allows the user to search the 
Army Knowledge Online White Pages 
to look-up the AKO email address for 
the addressee.                

The Info Copy is a read-only copy that allows 
the user to view changes as they are made to 
the form as long as the form remains in the 
repository.  The user views the changes by 
clicking on the “Tracking” page. 

Original, allows the user to send the original form to an 
AKO email address.   The user can only send one original 
to an addressee because a form can only have one owner.   
The original is tracked until the process is complete.  The 
creator can reclaim the original until the addressee has 
opened it.  The original remains in the repository.        

The Email Copy is a read-only copy that is emailed to 
an AKO address.  The email copy is not placed in 
tracking and the email recipient cannot view changes 
as they are made to the form.
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After search results are returned the 
user has the option to select the type of 
routing (Original, Info Copy or Email 
Copy) or search again.                  

Administrative Note:  
In the final version there will be some 
way to distinguish between people on 
the AKO White Pages with the same 
name.  This section is bound to be 
expanded to include information such 
as rank, status, or unit so that the user 
knows who to select as a recipient of 
the routed form.   

This is the search result for first names 
containing the letter “a.”
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The user has elected to send 
an Original to Aaron Burrell.

Note:  The outline of the 
“Original” button appears bold.                



UNCLASSIFIED

7TH US ARMY JMTC

The user has elected to 
send an Info Copy to 
Pamela Lewis.

Note:  The outline of the 
“Info Copy” button 
appears bold.                 
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The user has elected to send 
an Email Copy to Mr. Chau
Pham.

Note:  The outline of the 
“Email Copy” button appears 
bold.                 

The page shows Aaron Burrell as a 
recipient of an Original Copy, Pamela 
Lewis as a recipient of an Info Copy, 
and Stephanie Pham as a recipient 
of an Email Copy.
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The user added two 
addressees to the routing slip 
to demonstrate the remove 
capability of the system.
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The user elects to remove Ray 
Cheers from the address list.   

The “Remove” allows the user to 
remove an addressee from the 
address list. When the “Remove”
button is selected the border of 
the button appears in bold.        
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Ray Cheers is removed from 
the address list.  



UNCLASSIFIED

7TH US ARMY JMTC

Completed Routing Slip

The user elects to route the form.  
When the “Route” button is selected 
the border of the button appears in 
bold.   
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SEND TO HQDA
Once the OER is complete, select the down 
arrow in the “SP TASK” option and select 
“SEND TO HQDA”

SEND TO HQDA
Once the OER is complete, select the down 
arrow in the “SP TASK” option and select 
“SEND TO HQDA”


